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PROGEAM PROGRFRS ARD STATUS
1 MAY 1953 - 1 MAY 195k
RFPORTS AND CORBYSOONDENCE MANAGFMENT BRANCH
VANACTMTNT STAFF

1 = PFRSOKNEL

3.. iﬁé- Rmorda y 3 st - Serves as Chief of Branch and senior

nad present position 27 April 1953 at a (8«1l level,
m 9%&9&9:! to G8-12 22 November 1953, Devoted full time to the
pesition of Branch Chisf with the exception of 30 man days during
which Basic Intelligzence Course was atiended, and apmroximately 25
nan days expended on assigned projects beyond the sphere of Reports
snd Corrsspondence Management, {See paragraph 2, Section II,)

L Ee&arda Apnalyst = Serves as reports and correspondence
T doined Branch 1 November 1953 at a 087 levsl, Vas
Wﬁ to 65-9 1L Pebruary 195L, Devoted full time to analyst
o8,

11 « COMPLETED PROJFCTE
1.

Be 13&1@1@9@1 Master Plans for Reports Munagemsnt and Correspondente
Management Progranms,

be Evaluated seven emloyes sugpestions,
¢, Established Letterex as an Agency standard atock item,

K4

d, Developed proposed regulation on reports and correspondence
management,

2. Other Prolscts
8, Develoned HB[ | *Records Menagenent Progran Ouide.®
be Bervad sz forms analyst for five man days,
%, Planned the of fice layout of the Records Management Division,
¢, Developed a proponed Records Management Program regulation,

#. Tompleted miscellaneous asssignmntvs pertaining to the overall
Records Memeat Progran,
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' III = PROJFCTS IN PROCHFSS

1. i sports Management Program - Proposed
Progran gu val. Project approximately 15§
complete,

2. logistics Office Reports Management Program -~ Program disecussed

and concurred 1n.

¢ - Research completed; 2L sections

L. Ouides to Effective Writ
developed In aralkt form, 7This will be a contlnuing project; however,
initial series is approximately T5% complete, Project was suspended
1 Mareh 195k pending decision on scope of the Correspondence Manage-
ment Program,.

. ﬁmdbouk Hh

[} mret draft completed and

s, FRevizions of draft being

wed oy all coordinating element
affectad, Project iz 75% complete,

6, Ares Program Status Repart - Proposed guestiommaire and memorandun
KL on Lo component chiefs concurred in by Chief, Records
Managsment Division, Questlonnaire submitted to Forms Panagement
Branch for standardisation,

7. Premotional Materisl -

8. Reports Management Prospectus - Illustrations and text completed
in éraft form, Draft undergoing review to test ite effectivensss,
Project is BO% complete,

b, Cerrespondence Management Prospectus - Draft of illustrations
sud text completed, Further action aweiting decision on program scope.
Project is T5% complete, :

¢. Program Yliers - Completed pencil skeiches of eight fliers on
veports snd correspondence management, This material will be printed
and distributed on a planned basis as the programs are extended throughe
out the Agency.

R Manapsment « This guide will be in two parts: A
sectil Candard operating procedurss, and ons on analysing reports,
"he first section is approximately 508 complete since a major part of
the zaterial to be covered ig in the proposed guide developed for the

TR Y

Approved For Releaﬁiﬁ01mtﬁNﬂAm7m1 R000700060047-6

STA




. | Approved For Release 2005/1 1/giAcmEﬂM{ozHﬁmﬂﬂb¥eoo47-s

Compiroller's Office, The section on analysing reports is 10§ complete,
Case atudles, uming Agency reports as exampley will constitute the major
part of thig section, Collection of materizl must therefore await the
sstablialment of two or three ares programs, _

§« Correspondence Ma nobook - Standard opersting procecures
axd guices to analys o1 are being included in thig
barsfbook, Project is 108 complete,

IV - PLANNED AND CONTINUING PROJSCTS

1, BExtend the Agency Reports and Correspondence Management Progrums
to all Headquarters, and field componenta,

2, Develop and maintain & central index and file of case folders on
sseh recurring adwinistrative or managenent report suwbmitted from one
0ffice, Stalf, or Division to ancther, or submitted from field activities
to Headquarters components,

3; ﬁﬁelng, maintain, and publish a r.:érrcapanﬁgx covering the standard
reguesta and reports submitted throughout Headgquarters.

L, Devslop and implement (in collaboration with OTR) a training program
in Reporis and Correspondencs Kanagenent for Area Records Officers,

S« Collaborate with other Branch Chiefs in developing and maintaining
& system for measuring, tollecting, and reporting savings accruing from
the Agemcy Records Management Program,

6. Provide a continuous variety of publiciiy relesses 1o stimulate
reports and correspondence asnagement, consciousness, publicize area
progrim aceomplistments, and exchange management ideas,

Chief, Feporis & Corrsspandence
Mansgement Branch
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